Creating a New Encounter Note After a Billing Correction

These instructions should be used:
¢ When a claim item has been reversed and
you need to enter a new note with the
correct information.
* A claimitem was denied in WITS and |
want to resubmit the claim for payment.

1. Getting here: Login, select Client List from left
menu to generate the Client Search Screen, find
client, select Activity List.

2. Select Encounters on the navigation pane.

NOTE: Review the incorrect or denied claim to
copy the clinical note if applicable.
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3. Select Add New Encounter Note.

4. Complete all required fields. Click Save and
Next.

NOTE: A warning message will display: There
are potentially duplicate treatment encounters
for this client, procedure code, and service
date. This message will not prevent you from
releasing this encounter to billing.
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5.

Enter the Unsigned Notes.

NOTE: Paste the complete clinical note from
the incorrect or denied claim including the
electronic signature, and enter the correct
clinical note.

Click Sign Note.

Click Save.

Click Release to Billing.

Create a Billing Correction Note
(Miscellaneous Note) using the guidance on
the website.
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